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Student Organization Training

We are happy you’re here ©



Responsibilities
of the Student
Organization

Attend...

* atraining session reviewing policies
and procedures

Adhere...
* to all campus policies and procedures

Submit...

* the most up to date version of the
organization’s constitution —in
electric form - to the Office of Student
Life through the registration form

Keep...

* the most recent contact information
for its officers on file for the Office of
Student Life




Responsibilities
of the Office of

Student Life

Allocate...
e funding for organizations

after approval of the organization and appropriate officer training

* Provide...

* updated fundraising and account
balance information

Maintain...
* records of organizations

e both active and inactive

Assist In...

* reserving campus space for meetings
and events

 distribution of advertising materials



Budget Process

* Two types of Accounts
e Student Life Funds
e Student Fundraising Accounts



* Provided by Student Life

e Spending Limits — Not used for
* Salaries
* Donations
* Political Affiliations

Student Life
F UN d S * Purchasing Ability

» Office Supplies

* Lecturers/Guest Speakers
* Conferences

* Decorations

* Event Materials

* Food for Events




Provided through Fundraising

Spending Limits — Not used for

Student Funa

Purchasing Ability

In addition to what start-up funds can be
used for:
* Fundraising Supplies

Accounts

e Charitable Donations




Spending
Methods

* Credit Card

* Must receive authorization to pick up the
credit card from the Coordinator for Student
Involvement

One week prior to making the purchase

Complete the request for purchase/credit
card use

Arrangements will be made for you tocj)ick
up the card at the Coordinator for Student
Involvement’s Office

Detailed receipts must be turned in at the
same time the credit card is returned —
IMMEDIATELY AFTER USE

All purchases must be tax-exempt

Unless other arrangements are made, only
the President, Treasurer, and Advisor are
authorized for credit card use

Link to credit card request form:
https://forms.office.com/r/y2bMbkCswK



https://forms.office.com/r/y2bMbkCswK

Spending
Methods:
Purchase Order

State law prohibits spending without
approval by a budget manager

Must be approved by Coordinator for
Student Involvement (two weeks prior to the purchase)

Can only receive a quote for the purchase
price before the approval

At the time you receive a quote, have the
vendor complete a W9 for new vendors

All purchases are tax exempt

Once you have been notified of the
purchase order number, you may contact
the vendor and place the order

Link to request form:
forms.office.com/r/{YKbLS4vE9



https://forms.office.com/r/jYKbLS4vE9

CENTRAL OHIO TECHNICAL COLLEGE
PROCUREMENT CARD RECONCILIATION FORM

Vendor Name: Date:

Describe Items & Purpose of Purchase / Event:

Budget Information
Attach original ITEMIZED Fund-Location -
and signed credit card Cost Shared
receipts for all purchases, Department
Object

TOTAL CHARGES §

Authorized Purchaser Date Name of Student Organization
Unit Budget Manager Date
Senior Administrator Date
General Instructions and Policy

1. Complete all sections of the form

2. Aftach onginal temized and signed receipt to form.

3. The “Unit Budget Manager” and “Authorized Purchaser) (if different than the UBM) must
sign the form for all charges. Senior Administrator signature only required # appropriate.

Unauthorized purchases, i.e., alcohol, non-university related purchases are the responsibility of
the Unit Budget Manager. The campus resernves the right to withhold the total charged from the
Unit Budget Managers next available paycheck if card is misused or form is incomplete

COTC
Credit Card
Reconciliation Form

* You will receive this form to fill
out when returning the purchasing
card and receipt to student life

* Complete information in yellow
highlighted boxes.

* Return form, with receipt
attached, when returning the credit
card.



Vendor Information Form (Substitute W-9)
‘ ‘ ' ayer Name E

‘Business Name (if dfferent from above)

Substitute W-9 PR o s e P X D

- oo 20
* To be used anytime you —] s |
are using a vendor who — -
has not previously - o " T
worked with the — oy 2
university. i | — -
* This form can be found — T
at: cotc.edu/faculty-and- e e | T T —
staff/purchasing/Forms ‘::."":...:“n.‘.‘.‘:;‘"m — :“"""""

“Internal use only™ Commodity Code




Ohio Department
(@D TAXATION
g+ Sales and Use Tax
Blanket Exemption Certificate

The puschacer hereby claims exception or sxempiion on all puschaws of tangible personal property and selected weraces
made under this cerificate from

Sremdcr 1wy

sl cernfies that the clnans os based upon the purchaser s proposed wse of the wems or serveess. the sonary of the purchase. o
hoth. a5 shown hereon

State Sapported Educational bestinon

Purchaver must stade a valid reaven for claising excepiion or exemptien.

Central Ohio Technical College
Purrhater 1 some

1179 University Dy

o bdres
Newwk . OH 430%%

Oy shmna, ZIP ol

‘psturs Tisia

Dite jrpwsad
31-0802020

imdar i e enga mambar (¥ 2o,

Vendors of motor vehicles. tnled watercrafi and mrled owboard motors may use this cerificate 1w
purchase these tems under the “resale” exception Oherwise, purclaser must comply with esther rule
£703-9-10 or 5703-9-2% of the Admanistrative Code.

Thas cermificate cannot be used by construction contractons 1o purchase matenial for ncorporation o
real property under an exempt comstruction contract. Comstruction contractors mmst comply with rule
£703-9-14 of the Aduanistranve Code.

COTC
Tax-exempt
form

* Some stores such as Wal-Mart -
have their own tax-exempt cards.

* We will provide those cards
when needed.



Raising
Funds
for your
Student

Fund
Account

File a Request for Fundraising form with
the Office of Student Life a minimum of
one week prior to the event

Any purchases for fundraising purposes
must be made from the Student Fund
account

Fundraisers may not include:

selling of items selling of individuals
aspects of gambling  already being sold by as dates, buddies,
the TOC etc.



Office of Student Life

Ta: Fees & Deposits
From:

Date:

RE: Deposit to account

NAME OF ACCOUNT:

Check & Vendor
Check Total
Cash Total
TOTAL DEPOSIT TO ACCOUNT:
[] student Fund Account # 51-12-00- -40510

Please eredit the attached money as indicated.

Thank you for your assistance.

White-Fees & Deposits Yellow-Office of Student Life

Pink-5tudent Organization

Total

W W WU U WU WG W R W W R W U R AN

Student
Organization
Deposit Form

* This form is available in the
Office of Student Life

* We need a copy of all deposits
for our records.




* Any use of the COTC or Ohio State Newark
logos and/or names must be pre-approved

by Marketing Department

M a r ket I n g Forward proposed design to Coordinator

of Student Involvement

A p p rova ‘ * The Coordinator for Student Involvement

will forward the design to the M/PR
department and track the approval
process




Financial Accounts

A student

organization with a

private account will
If a student organization lose all funding
sets up a private account, from the university.

that group will not be  For the Gniiersity’s

acknowledged by the protection

Office of Student Life. * For the protection of
the officers, members,
and advisors of the
organization




Student Fund
Accounts

If a student organization does not register
and is non-active for one academic year,
the remaining money in their student
fund account will be transferred to the
Student Development student fund
account.




Copyright Laws and Showing of
Videos, Films, and Movies

* Federal Copyright Act requires that a movie license be
purchased before any public showing of videos, films, or movies

* The Office of Student Life will subsidize the movie rental
* The student organization will be charged $50.00

O  Provide the name of the movie

O Provide the day you would like to show it

O Allow 2-3 weeks turnaround



Awards and
Recognition

The Office of Student Life presents awards in April/May—
for individual and group accomplishment:

O To support students working in student
organizations

W To support student organizations
W To encourage excellence in student programming
d

To acknowledge exceptional demonstrations of
leadership




Awards and
Recognition:

Student Leadership Awards

William A. Kilpatrick Leadership Award
* Ohio State Newark

Kelly Saffle Leadership Award
« COTC

Up and Coming Leadership Award
Community Service Leader of the Year
Outstanding Collaborative Program Award
Outstanding Student Organization Award
Above and Beyond Faculty-Staff Award



Hazing 101

* Define Hazing:

* |nvolves behaviors and activities that are
potentially humiliating and degrading, with
potential to cause physical, psychological, and/or
emotional harm

 Why is hazing wrong

 The “choice” to participate in a hazing activity is
deceptive because it's usually paired with peer
pressure and power dynamics that are common in
the process of gaining membership in some groups

* Abusive, degrading, and often life-threatening

Information compiled by Jaylen Lindsey, 2023

20


Presenter Notes
Presentation Notes
Emphasize psychological and emotional harm


Low

Intimidation
Deception
Assigning demerits

Silence periods with
implied threats for violation

Socially isolating new
members

Demeaning names

Expecting certain items
to always be in one's
possession

<

Hazing Spectrum

The Spectrum of Hazing Behaviors

B o 2

Harassment
Verbal abuse
Threats or implied threats

Asking new members
to wear embarrassing attire

Skit nights with degrading
or humiliating acts

Sleep deprivation

Sexual simulations

Allan, 2005; Allan & Kerschner, 2020

Information compiled by Jaylen Lindsey, 2023

Violence

Forced consumption
of alcohol or drugs

Beating, paddling, or
other forms of assault

Branding

Forced ingestion of
vile substances

Water intoxication
Abduction/kidnaps

Sexual assaul


Presenter Notes
Presentation Notes
Help students recognize there is different forms of hazing
Understand what most students recognize as hazing


National Hazing Data

55%

of college students experience
hazing

1in 10 935%

Who identified as being
hazing said they did not
report it

Students can self-
identify as being hazed

Information compiled by Jaylen Lindsey, 2023


Presenter Notes
Presentation Notes
95% identified as being hazing, why do you think those bystander are not reporting incidents? 2-3 responses


Hazing vs Team Building

Hazing Team Building

* Humiliated and degrades * Promotes respect and dignity
* Tears down individuals e Supports and empowers

* Creates divisions * Creates real teamwork
 Shame and secrecy * Lifelong positive memories

* A power trip * Pride and integrity

Information compiled by Jaylen Lindsey, 2023



Identifying Possible Hazing

* If you notice:
1. Mood changes
2. Over/under sleeping
3. Isolation
4. Extreme changes in physical appearance
5. Decline in grades
6. Physical injuries
/. Increase anxiety
8. Extreme risk-taking behavior
9. Personality changes
10.Substance abuse

It could be a sign of hazing

Information compiled by Jaylen Lindsey, 2023


Presenter Notes
Presentation Notes
Not saying this is hazing....however it could be a sign


To help identify whether an activity is
hazing or not, ask yourself the following

* Are active, current members of the group, refuse to take partin this
activity with the new members?

* Does the activity risk emotional or physical harm/abuse?

 Am | doing anything lllegal?

* Does participation violate my values or those of my organization?

* |f someone were injured, would | feel comfortable being investigated

Information compiled by Jaylen Lindsey, 2023


Presenter Notes
Presentation Notes
Hazing maybe means yes


Team-Building Activities

« Participate in a community service project
» Attend a sporting event together

« Develop a peer mentor program within your group for
leadership roles

« Plan a potluck dinner with new and active members

* Plan a fundraiser on campus or for local charitable
organizations

Information compiled by Jaylen Lindsey, 2023



3D's of Bystander Intervention

__Category | ______Examples ______

Question “What does that mean too "

Identify the “What | hear you saying is that all are
behaviors "

Education “Did you know that..”

“I've always thought of you as a fair-minded

Appeal to values person, so it shocks me to hear you say
that.”
Interrupt That’s not funny to me.” “I don’t get it.”

Set Limits-Use

: “We don’t say things like that.”
teaming language

Information compiled by Jaylen Lindsey, 2023



3D's of Bystander Intervention

“Do you have the Time?”

Interrupt by starting a different conversation with
the individual who was affected

Interrupt to start another task- “we are ordering
lunch, do you want some?”

Information compiled by Jaylen Lindsey, 2023



3D's of Bystander Intervention

Ask someone else to intervene with you or instead of

Delegate you

Ask someone else to follow up with either or both
parties after the event

Information compiled by Jaylen Lindsey, 2023



Bystander Intervention

e Direct
* Confront the situation by asking the person(s) to
stop
. Hey:’l don’t think we should be doing this right EXCUSE.
NOW. ME, | HEARD
* Distract xytlr:ﬁt
* Redirect the situation of those involved NOW, AND
. i ' THAT IS
Chgqge the conversation or start a different b
activity OK. YOU
o CAN'T TREAT
Delegate | | PEOPLE.
* Ask someone to help to stop the situation LIKE THAT

Information compiled by Jaylen Lindsey, 2023



How do | khnow when to intervene?

Ask yourself these questions

* |s there a potential problem?

 Does someone need help?

* |[f YOU were in the same situation, would you want
help?
 Are you able to help

 Will anyone else help or stand up for this person if you
don't

Information compiled by Jaylen Lindsey, 2023



How do | khnow when to intervene?

Examples of situations to intervene:

* You hear someone joke about getting someone drunk
In order to have sex with them

* You think you see someone slip something into a drink

* You see someone who is clearly impaired being taken
away from the party and are unsure of their safety

 You're at a party and you overhear someone's plan to
take advantage of another person



Student Organizations: Where to find us on
the web!

e Current Students

e Student Life
e Student Organizations

* https://newark.osu.edu/students/student-life/student-organizations/

There are an array of resources for you on the right side of the menu
under student organizations. If you do not see what you need here,
contact the Coordinator for Student Involvement.


https://newark.osu.edu/students/student-life/student-organizations/

Knowledge Check

Please complete this quick quiz at your earliest convenience
https://www.surveymonkey.com/r/HBLTXPC

You must get above an 80 percent on this assessment to pass, you will
get an email confirmation from the Coordinator for Student
Involvement within a week of completion.

Failure to complete assessment will result in loss of credit card
privileges.


https://www.surveymonkey.com/r/HBLTXPC
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